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TheMy Favorites portlet allows you to add, categorize and savsliio your favorite
Websites so that you can quickly and easily acttessa from within the PortalMy
Favorites portlets are displayed on each Portal page.

How do | add a Favorite?
To add your favorite links to thdy Favorites portlet:
1. Click Add New Favorites on the top corner of thdy Favorites portlet. TheAdd
Favoritesis displayed within the portlet (see Figure 1).
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2. Enter a name or a description of the link you wdikd to display in thévly
Favorites portlet. For example, if you were adding the EPARBAite to your
favorites, you may wish to enter “EPA Website” ne thame field.

3. Enter the URL or the Web link for the Website yoisiwto display. For example,
for the EPA Website, you would entgww.epa.gov Please note that the system
does not validate the URL address you enter, thexefopying the address from
your browser ensures the validity of the address.

4. Categorize similar types of websites under a sihgkding by typing a group
name in the “Add New Group” field. If you do nategorize your links, they
will be displayed in a single list in tiMy Favorites portlet. If you have already
added groups to yoly Favorites portlet, you may select the “Add to existing
Group” radio button and select your desired groama from theAdd Existing
Group dropdown list. Once a group is created, you cargrtame the group
unless you remove and recreate the group.

5. Click Submit to save your link and return to tMey Favorites portlet.
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How do | Edit or Remove a Favorite?

1. Click Edit Favorites on the top corner of thdy Favorites portlet. TheEdit My
Favoritesis displayed within the portlet (see Figure 2).
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2. Select the link you wish to remove or modify bycklng in the radio button next

to the name of the desired link.
3.

Choose to update the link by clickipdate; to remove the link from youvly

Favorites portlet clickDelete. Click Cancel to return to theMy Favorites portlet

without making changes.

words once the last address or link is

A Group can be removed only when all the links witihare removed. In other

removedjtbap will be removed with it.
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